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ABSTRACT
This section of the guide is designed for use in the

self-evaluation of an agency's operations in relation to producing
reading materials in large print, recordings and braille. It is
divided into five parts: (1) gelieral policies which apply to
production in all media, (2) large print materials, (3) recorded
materials, (4) tactile materials and (5) programming for improvement-
The relationship of this section to the "Library Services" section
should be carefully noted. Many agencies both produce reading
materials and provide a library service for the circulation and
storage of materials they produce and obtain from other sources.
(other sections of this guide are available as LI 003342 through LI
003349 and LT 003351). (Author/NH)
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INSTRUCTIONS

Two steps should precede the use of this Section:
1. Section A , Manual of Procedures, should be read for

an understanding of the overall framework and governing
principles of the self-study and accreditation process.

2. Section B A gency and Community Profile, should
be reviewed, since it embraces the statement of the agency's
philosophy of service and program objectives, an indis-
pensable base for evaluation of its work.

* * * *

This Section is designed to convey an accurate descrip-
tion of the agency's performance in a particular subject
area. Three elements are employed to achieve this: a coded
Standards Checklist, coded Evaluation Ratings, and Corn.
menu. Each is explained below.
Coding the Standards Checklist. Each standard describes
a provision, condition or characteristic found in an accept-
able agency; checking off, through the appropriate notation,
whether and to what extent agency practice conforms to
the standard provides a factual base for the succeeding
evaluation.

In the parentheses ( ) preceding the standard, insert
a symbol according to the following code.

1.04.0The standard is fully met.
JoyThe standard is partly met.
0The standard, although needed and desirable,

is not met, or is met to such a limited extent
as to be virtually inoperative.

The applicability of the standard to th
is questioned.

XThe standard is clearly inapplicable to the

agency

agency..

Coding the Evaluation.Ratings. Each evaluation question
poses, a criterion for judgment. Careful discrimination
should be exercised in arriving at such judgment, bearing
in mind that standards are not aimed at perfection but
are keyed to realistic, attainable :levels of performance.
While the ratings embrace such concepts as excellent, well,
satiSfactorl y; poor, etc., which cannot be,speCifically defined,
a valid' judgmeht can be forniulated'y the evaluator bal-
ances ay the requirements postulated by the standard, b)
the ,aidney'S Stated philosophy or" service and Program

objectives and its community relationships, and c) thr
practical knowledge derived from the evaluator's own pro
fessional experience.

In the brackets f preceding the evaluation question
insert the code letter that best describes the agency'.s
performance:

E--Excellent. The agency meets the criterion to thc
fullest extent and functions excellently in regard to it
VGVery good. The agency meets the criterion tc
the fullest extent and functions well in regard to it; or
it meets the criterion to a satisfactory extent (i.e., no
full coverage) and functions excellently in regard to it

GGood. The agency meets the criterion to ;

satisfactory extent and functions well in regard to it
FFair. The agency meets the criterion to ;

satisfactory extent (i.e., not full coverage) but func
tions poorly in regard to it; or it meets the criteriot
to a limited extent but functions satisfactorily in re
gard to it.

PPoor. The agency meets the criterion only to z
limited extent and functions poorly in regard to it
or it makes no provision for meeting a needed criterion

MMissing. The element identified in the questioi
is missing, but the agency's need for it is open
question.

NANot AppLicable. The element identified in th
question does not apply to the agency.

Comments. Just as not all of the standards necessaril-
apply to all ageneies, not all of every agency's activities ar
necessarily covered by the standards. The space providei
under Comments should be used to note any importan
feature or characteristic of the agency's activity relating ti
the subject but not,included in the standard. Such notation
may be supplemented, if necessary, by supporting dat;
attached to the end of the Section, or by cross-reference
to other sections. Addenda and cross-references should b
accurately ideritifiedby notation of the Section and standan
to which they pertain. (For example, material attached b
the end of a Section might be. marked "Supporting Data
Section D-4, 2.1"; a cross-reference might be noted as "Se
Section C-1, 2.3.3".)



This is a supplement to the SELF-STUDY AND EVALUATION GUIDE published
by the National Accreditation Council in 1968.* It was completed in 1970
and is designed to be used with the other sections of the GUIDE. All the
sections of the GUIDE are listed below.

The GUIDE is available either in a complete, bound edition Or in sepa-
rate sections from the National Accreditation Council for Agencies Serving
the Blind and Visually Handicapped, 79 Madison Avenue, New York, NY 10016.

SELF-STUDY AND EVALUATION GUIDE

Section Title

A Manual of Procedures

Agency and Community Profile
C-1 Agency Function and Structure
C-2 Financial Accounting and Service Reporting
C-3 Personnel Administration and Volunteer Service
C-4 Physical Facilities
C-5 Public Relations and Fund-Raising
D-1 Library Services
D-2 Orientation and Mobility Services

.

0-3 Rehabilitation Centers
D-4 Sheltered Workshops
D-5 Social Services
D-6 Vocational Services
D-7 Production of Reading Materials

Individual Staff Member Information Form

Evaluation Samtary and Report

Special guides areavaiIablefot agenCiespreviding onty sheltered
workshep serviceS (SELP=STUDY'AND-EVALOATION-OUIDE FOR SHELTERED, WORKSHOPS)
-and for residential schOols (5ELFSTUDY AND EVALUATION GUIDE FO:re RESIDENTIAL
SCHOOLS):



Instructiens

CONTENTS OF THIS SECTION

Part 1, General Policies

Part 2, Large Print Materials

Part 3, Recorded Materials

Part 4, Tactile Ma erials

Part So Programming for Improvemen

This publication was prepared pursuant to demonstration Grant No.
OEG 0-9 -42 215 1-3709 (607) from the Bureau of Education for the
Handicapped, U.S. Office of Education, Department eif Health, Educa-
tion, and welfare. Contractors undertaking such projects under govern-
ment sponsorship are encouraged to express freely their professional
judgment in the t:onduct of the project. Points_ of view or opinions
stated do tior. therefore, ecessarily represent oincial position Of the
Bureau of Education fhr the Handicapped.

Printed in the United States of America
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0-7

PRODUCTION OF READING MATERIALS

Instruction

This document is a supplement to the Council's general self-study in-

strument, SELF-STUDY AND EVALUATION GUIDE, which should be used by agencies
undertaking self-evaluations as part of their application for accreditation.
For general guidelines on organizing and conducting the self-study process,
see Section A, "Manual of Instructions" of the GUIDE.

Briefly, an agency undertaking a self-study of its operations will need
the first seven sections of the GUIDE, plus all the "D" sections pertaining to
the services provided by the agency. An "E" form providing information about
each of the agency's administrative and professional staff is also needed,
plus section "F" which calls for an overall summary of the agency's plans for
improvements.

This Section D-7 of the GUIDE is designed for use in the self-evaluation
of an agency's operations in relation to producing reading materials in large
print, recordings and braille. It is divided into four parts: (1) general
policies which apply to production in all media; (2) large print materials;
(3) recorded materials; and (4) tactile materials.

The relationship of Section D-7, to Section 0-1, "Library Services"
should be carefully noted. Many agencies both produce reading materials and
provide a library service for the circulation and storage of materials they
produce and obtain from other sources. Such agencies for the blind should
complete parts 5 through 8 of Section 0-1 making appropriate adaptations to
describe fully and correctly the functions the agency library is designed to
perform. A state or regional library for the blind and physically handicapped,
if engaged in production of reading materials, should complete parts 2, 6, 7

and 8 of Section D-1, as well as this one, 0-7.

If an agency or school utilizes volunteers in the production of read-
ing materials, it should review and evaluate its volunteer service using
Part 4 of Section C-3, PFersonnel Administration and Volunteer Service" of

the GUIDE.

A reSidential'school for the blind which engages in production of text-
books and other educational materials for multiple distribution should utilize
this Section. 0-7 in conjunction with Section F, "Instructional Materials Ser-
vices" of the Council's SELF-STUDYAND EVALUATION GUIDE POR RESIDENTIAL SCHOOLS.
The school will, pf course, also use all other sections of the Iatter GUIDE
that may be appropriate to ite other operations.

ii

Actually there are five parts., The one
omitted iiPoN/ ko) po.emrning for improvement.



Part 1

GENERAL POLICIES

The following statements of general policies are to be considered inte-
gral parts of the standards for production in all three forms, large print,
recorded and tactile (braille). In some cases, such as proofreading and moni-
toring, the general policies which should be observed are enumerated here and
in each of the three parts on production standards. This is necessary because
of differences in application among the different media.

1,1 SELECTION OF MATERIALS FOR TRANSCRIBING AND REPRODUCTION.
Blind and visually handicapped readers have an inalienable
right to have access to reading materials available to the
general public. Agencies whiGh produce reading materials for
the blind and visually handicapped also have the right and
obligation to determine and state their philosophy and pur-
poses in terms of the kinds of materials they produce.'

1.1.1 Title selection procedures facilitate the right of blind
and visually handicapped readers to have access to printed
materials equal to that afforded the ,Nneral public.

1.1.2 Within the scope of its.stated functions and purposes, the
agency does not exercise censorship by declining to produce
particular works, or by abridging, deleting or editing ma-
terials in any way to ."protect" users from objectionable
materials or improper language.

1.2 COPYRIGHTS AND PERMISSIONS. In view of the fact that publishers
are generally unable or unwilling to undertake to supply copies
of their works in large print, recorded and tactile forms, it
would appear that transcription and production of a single copy
by a non-profit agency, governmental service or volunteer group
comes within the doctrine of "fair use" in the present copyright
law. This deetrine of 'fair use" is interpreted to mean that
permission froth the copYright oWner(s) is not needed to produce
a single 'copy. ,(It should'be noted that a revision of the copy-
right law is under consideration by the U.S. Congress as this is
written.) The following policies and procedures apply to the
production of more than.one copy.

1.2.1 For gene di library materials transcribed in more than one
copy, in recorded or braille forms by volunteers, copyright
clearance is obtained through the Division -for the Blind and
Physically Handicapped ofthe Libraryof Congress.2

This Statement of philosephy pf,serVice and,program objectives should
be included in'the-Writtenstatement described on pages1 and 2 of Section B,
"Agency and Community Profile" of the SELF-STUDY AND EVALUATION GUIDE.

Division for the Blind and Physically Handicapped, Library
129i Taylor Street, N.W., Washington, DC 20542.

-,Congress,
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1.2.2 For volunteer production of more than one copy of textbooks,
in large print, recorded and braille forms, copyright clear-
ance is obtained through the American Printing House for
the Blind.3

1.23 In all other instances, copyright permission for reproduc-
ing more than one copy is obtained directly from the copy-
right owner(s).

1.2.4 Appropriate acknowledgment to the copyright owner(s) is con-
tained in all works transcribed.

EVALUATION I 1 2. How adequate are the agency's proVisio for
observing the copyright law?

[ 1 2. To what extant are acknowledgments given to
the copyright owners?

EVALUATION

Comments:

1.3 PROOFREADING AND MONITORING. _The importanCe of providing
blind and visually handicapped readers with material which is
faithful to the original can scarcely be overstressed. Proof-
reading and correction of errors is a most important pr.)cedure
in producing materials with a minimum of errors. The proced-
ures which apply to production in each medium are set forth in
the subsequent parts of this document.

1 3. How adequate are the procedures for proofreading
and correction .of errors?

Comments:

1.34 When a compelling reason, -such as astudent'S immediate
need for particUlar educational material, dues not permit
time for proofreading and correction of prrors, the work
carries-a notation:in the same medium that it has not been
proofread:

.

1.3.2 After the immediate need ha's beenimet, the Work is proof-
read-,and corrected before it is duplitated or recirculated.

1.4 CENTRAL REPORTING. HIn the interests of providing.efficient
services'. andSafpguarding!eeenoMy ef:effort and funds., it is
highly desirable that prudupers and distributors 'of:reading
materials for the blind and viaually handicapped ke able eaaily
to exchange 'information about the completed works they have
available Whetherin:large print,:recorded Or braille forMa:

Bex 6085, Lôuisvillè
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Central catalogs greatly facilitate determining whether a
needed title is available, what a copy would cost, and how
long it would take to acquire one. At the present time, a
unified system of cataloging all book titles does not exist;
however, included among the following production standards
are specific reporting agencies which provide a centralized
catalog service for certain types of materials.

Works which are individually transcribed in their entirety,
and in accordance with the production standards contained
in this document should be reported, as appropriate, to the
centers identified under the various media, large print
(2.19.2), recordings (3.5.2 and 3.5.3), and braille (4.7.2
and 4.7.3),

1.4.1 The agency has clear, written policies and procedures about
clearing with the available central reporting services be-
fore undertaking production of a book, and if the agency
undertakes to transcribe the work because it is unavailable
elsewhere in the needed form, it reports production of the
title to the appropriate reporting center.

) 1.4.2 Only complete works which are produced in accordance with
the appropriate production standards contained herein and
which can be copied are so reported.

EVALUATION
1 1 4. To what extent does the agency cooperate with

the appropriate central reporting serviOes by
clearing titles prior to production and report-
ing completed works?

Comments:

1.5 DUPLICATION OF MASTER COPIES. Inherent in an efficient
nationwide system of producing books in largo print, re-
corded and tactile (braille) forms, is the capability to
secure and distribute copies to readers who need them.
This is particularly true for educational materials which
are essential for students to complete specific courses.
An agency which produces such boOks should have the ability
either to reproduce one upon -request of another agency pr
to deposita master:copy with a central depository which
hat the-resoUrces,to-Make a duplicate, or both. While there
is no central depOsitory for large print masters at this
tite,- there are resourdes which will accept for deposit and
reproduction educational:materials ip braille (449.5.1 and
4.19.52) and on'tape (3.5.2 and 3.53).

1 5 1 Provision is Made:for the duplication of Copies, either
direcilrhytheorganization responsible for the original
pre4uCtion OT through cooperative arrangements with other
organizations pOsSessing the necessary resources.
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1.5.2 A policy is established, in writing, concerning charges,
if any, to be made for providing duplicated copies.

EVALUATION [ 1 5. How adequate ie the agency'e provision for
providing duplicated copies?

Comments:-

1.6 PARTICIPATION BY USERS. Programs and services designed for
any group or segment of the population May be doomed to
failure unless a full and open relationship is maintained
between the responsible agency and those it tries to serve.
This is no less true for agencies which produce reading ma-
terials in large print, recordings and braille.

While the numbers and characteristics of individuals who,
make use Of these- reading materials are fairly well known,
there are many other individuals who have not made use of
the services of agencies which produce these material-. The

reasons for nonuse are many and complex.

Producers of special reading materials which are disdussed
in this document need to make special efforts to remain re-
sponsive to the needs and wishes of their users, potential
as well as actual. Users should be effectively involved in

the organization, planning and policy making functions of the
organizations, including title selection, standards for
production, and quality control. Procedures should be estab-
lished to elicit the opinions and experiences of users, and
conscious efforts made to identify and meet the needs of
those who do not use the services of producing agencies,
particularly those blind and visually handicapped persons
among the older age groups.

1...6-1 The agency encourages open communica ion with the persons

it serves.

1.6,2 Effective participation of users, is sought in the various
phasesof the agency's .operations related tothe produc-
-tion of reading materials.

-1.6.3 Tho-agency undertakes to:be aware of the needs and wishes
of-its use s,--both- actual and'potentid4 and to keep:its
prodOction methods and-policies relevant tothem.

6. How adequately does the;agencyraake provision
fqr ile.ani,n'gful'paPtithipatiolz in it pi,,ogrqm by

use

EVALUATION

To what extent does the age cy att'

tify the needs of potentiaZ us
den-
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1.7 VOLUNTEER SERVICE. If the agency utilizes volunteers in
production of reading materials, it complies with the
standards in Part 4, Section C-3, "Personnel Administration
and Volunteer Service" of the Council's SELF-STUDY AND
EVALUATION GUIDE. (Ratings and evaluations should be pro-
vided in that part of the GUIDE.)

1.8 LIBRARY SERVICES. If the agency provides library service
in addition to producing reading materials, it complies
with the standards in Section D-1, "Library Services" of
the Council's SELF-STUDY AND EVALUATION GUIDE. (Ratings
and evaluations should be provided in that section.



Part 2

LARGE PRINT MATERIALS

Guiding Principle

Two basic methods, both involving enlargement of type, are used to
present ink print materials to partially sighted readers. The first method
utilizes a properly prescribed optical magnification device called a low
vision aid. The second utilizes materials in which the letters are type-
written or printed in greater than normal size referred to as "large type"
or "large print."1

The relative values and outcomes of each method have been discussed
in depth and have been the subjects of extensive research and technological
activity. On the simplest level, it is known that ordinary books and refer-
ence tools such as standard dictionaries, encyclopedias, atlases and direc-
tories can often be made accessible to visually handicapped persons by merely
providing simple magnifiers, appropriate lighting and reading stands.

There is a strong body_of evidence that properly prescribed and used
low vision aids make it possible for persons with vision sufficient to read
large print also to read regular size print just as effectively. As the re-
sults of further technological advances become available, and as low vision
aid services become more extensive,the range of reading materials directly
accessible_to visually handicapped persons will become greatly expanded as
they are able more and more easily to use generally produced materials.

Some fear that proliferation of bookt in large print may disCourage
the use of low vision aids. There can be no doubt that it is highly.desir-
able to increase the availability of low vision aid services so that every
visually handicapped person wile can benefit from optical aids can have them
readily available for use.

There is evidence that many persons whe use low vision aids effective-
ly for reading brief passages find large print books more satisfying for sus-
tained reading. It-is also recognized that for some readers, even after the
best currently available optical aids are utilized, large print is the only
printed matter atcessible to them either because they need the combination
of large print and optical aids, or because of other physical or emotional
reasons.

Only when low vision aids are widely available, however, will visu-
ally handicapped readers have a true choice between large print books and
ordinary print materials.

Taking the foregoing into account, in particular the need to expand
the use of low vision aids, it was concluded that large print materials do
have their place, especially for certain students and many older persons.
Therefore, these standards were formulated to guide the production of high
quality materials.

1The terms large type" and "large print" are often used inter-
changeably, although, technically speaking, large print is the broader
term that applies equally to materials produced by typewriting, type se
ting and photo enlargement.
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The standards contained herein do not encompass the process of de-
termining the need of a particular individual for books in large print.
The "prescription" of large print books for an individual should never be
a routine matter. Nor should the reader unnecessarily be conditioned to
accept the limitation that he can use only_ large print, thus restricting
him to the limited number of titles available in that medium compared to
the much larger quantity in ordinary print.

For a visually handicapped student, the decision to make or not to
make large print textbooks available is best made by a qualified low vision
aid service working in close coordination with the educators responsible
for the student's education. The ultimate determination of the place for
commercially produced large print books of popular interest will be made
by persons, particularly those in the older age groups, who purchase and
read them.

Since no two people perceive in exactly the same way, the develop-
ment of a single set of standards for large type or large print is not a
simple task nor is an ideal solution readily available. No one size
type face is ideally suited to all readers. For some, type size may bear
less relationship to readability than such factors as familiarity with the
type style, illumination, contrast, focal distance, width of line, and the
spacing of letters, words, and lines or combinations thereof.

Large print materials are produced by volunteers, often in connec-
tion with a nonprofit agency or governmental service, and by commercial
firms. The size of editions varies from a single copy to many thousands
of mass-produced copies. Special large print typewriters are used to pro-
duce a single copy or a master which can be reproduced by office copying
or offset printing equipment. Another method of production is photo en-
largement of existing copy for reproduction- by offset printing. Finally,
original typesetting (which includes resetting and original set) can pro-
vide the most flexibility of design and format but is economical only when
larg_ numbers of copies are required, as is the case for commercial firms.

The following standards attempt to-identify the salient factors that
affect the appearance, readability and use of large print materials.:Stand-
ards are set forth separately for each of the three methods of production.

These standards are no substitute for a comprehensive manual on the
many details which are involved in the production, particularly by hand
transcribingi of large-print materials. Samples of manuals now in use are
noted in the references following:these standards jt is pertinent to note
that,:as this iswritten,--the Natibnal Braille Association is undertaking
such a Manual, based on nationwide experience-, to guide individual: tran-:
'scribers.

Does.the
print?

materials in large

If yes, the agency should include Part 2 Large Print in its
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GENERAL STANDARDS

13

2.1 GENERAL POLICIES. All production is accomplished in compli-
ance with the general policies numbered 1-1 through 1.8.

2.2 BOOKS FOR STATE TEXTBOOK COMMISSIONS. To the extent feasi-
ble, mechanical specifications for printed materials intended
for submission to state textbook commissions are in accord
with the current general manufacturing standards and speci-
fications developed by the National Association of State
Textbook Administrators.2

HAND TRANSCXZI9ING

Materials are hand transcribed by direct typing in
large print for single use or for duplication by
office copying machines.

Does the agency produce reading materials in large print
by hand transcribing? Yes [ ] No [ ]

If yes, the agency Should complete coding of standards 2.3 through 2.19.2
and evaluation questions 8 throUgh 16.

Supplemental data:

A statistical summary of the types and quantitiesof reading materials
produced is Very helpful in:providing on-site review team members with an
overview of the agency's production operations.

Completion of the following table is suggested as a means for provid-
ing such information as huw many titles and Copies of different categories
of materials are produced within a specified period.

If the agency has infermation about voluMe bf produCtion according to
other classifications, modify the following-table to report the data actually
c011ected, or substituteother material which is more suited to the agency.

Manufactursng standards and Specificationi or Textbooks, National
Association of State Textbook Administrators (1969) c/o Textbook Specifica-
tions, 161 East 42nd Street, New York, NY 10017.
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Hand transcrib-d books produced in large print within the
period from through

Textbook

Primary and
elementary

Secondary, college
and graduate level

General Lite ature

Adult level

Juvenile books

Other ( pecify)

Number of
titles

Number of
copies

How many volunteers are currently involved in producing hand
transcribed large print materials?

(Also report:these volunteers in Table 2., Section B, "Agency
and Community Profile" Of the COuncilts SELF-STUDY AND EVALUA-
TION GUIDEi page S.)

2.3 TYPE SIZE The lower case letter "o" is at least one-eigl
inch high (the approximate equivalent of 18 point type), a

there are no more than six letters and spaces per horizon=
inch.

TYPE FACE. Heavy Or broad typefaces are used rather than
italic or thin faced types in order to enhance readabilit:I.

5 TYPEWRITERS._
Typewrite-

are used .
UPPer and lower caso leti

1 Typewriters are wellmaintaIned and properly adjusted;
type is kept clean and the copy produced is dark.

2.5.2 When cloth ribbons e used, they are ef the extra-heavf
inked variety.



D-7 Production of Reading Materials 15

2.5.3 Typewriters adapted and equipped for use with carbon rib-
bons are used, whenever feasible, for producing master
copies,

EVALUATION ( ] 8 . Now adequate is the equipment in relation to type
size, type face and maintenance?

Comments:

2.6 PAPER. Paper of appropriate quality, weight, color, re-
flectance, finish and opacity is used.

( ) 2.6.1 The finish is dull, vellum, or non-glare.

( ) 2.6.2 The color is white, off-white, or a light tint, but not
bright white.

2.6.3 The paper weight is 20 pound bond or SO pound book stock.

( ) 2.6.3.1 For typing and printing on both sides, show-through is
minimized by use of a paper which is not less than 24
pound bond or 60 pound book stock, or which has been
specially treated to keep show-through at a minimum.

) 2.6.4 Opacity is at least 91 percent.

) 2.6.5 Paper is chosen to provide maximum contrast without glare.

EMULATION ( A 9. How appropriate is the paper for its intended
use?

Comments:

2.7 FORMAT. Hand transcribed books for general use are produced
on paper 8 1/2 by 11 inches in size, and do not exceed one
inch in thickness, exclusive of covers.

2.7.1 When producing books for primary and elementary school stu-
dents, consideration is given to making the books smaller
and otherwise more manageable.

2.8 LINE SPACING. Linea are double spaced or procedures are.
followed which allow space between lines equal to the height
of the capital letters or not less than three-sixteenths of
an inch.

2.9 LINE -WIDTH. With a typewriter meeting the preceding speci-
fications for type size and line spacing the width of line
typed generally does not eXceed six inches or 39 letters and
spaces.

1 o
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2.10 MARGINS. The outside and bottom margins are not less tha
one inch; the top margin is not less than three fourths o
an inch; the inner, or gutter, margin is one and one four
inches wide to allow for binding.

2.11 HYPHENATION. Except for compound words, hyphenation is
avoided as much as possible.

2.11.1 It is preferable to produce an uneven or unjutified ri
hand margin rather than to break words by a hyphen at t
end of a line.

2.11.2 Pages do not end with a hyphen.

2.12 ILLUSTRATIONS AND MAPS. When reproduced in a hand tran-
scribed book, illustrations and maps are enlarged and pla
as nearly as possible, in the same relative position as i
the original; unnecessary background detail and clutter a
eliminated to the extent possible.

EVALUATION [

EVALUATION

20. -To what ,...xtent do the format and appearance of
volumes meet the specificati ns of standards
2.7 through 2.12?

Comments:

2.13 PROOFREADING. Proofreading is done by two persons, whene
feasible, with one reading to the other against the origi
copy and, where necessary, pages are neatly corrected or
typed before duplication or delivery to the user.

2.13.1 All books produced in the normal workload are proofrea
and corrected.

2.13.2 Whenever feasible, large print materials intended for i
mediate use are proofread and corrected; if not, the fs
that the materials have not been proofread and correcte

so indicated at the beginning and end.

How adequate are the provis one for proofrsadt
and correction of errors?

WEIGHT OF VOLUME. In planning the production of hand tr
scribed books likely to exceed 32 ounces, consideration
given to typing or reproducing on both sides of the paper
to dividing the work into two or more volumes.
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EVALUATION

17

2.15 MULTIVOLUME WORKS. Each volume of a multivolume work is
plainly identified, contains the title page and appropriate
section of the table of contents, and has approximately the
same number of pages.

2 15.1 The first volume contains the full table of contents.

2.15.2 When appropriate a separate volume(s) is prepared for the
index, glossary, vocabulary, bibliography, appendix or other
supplementary material.

2.16 BINDING. Hand produced books are satisfactorily bound in
metal, spiral, plastic comb, loose-leaf, or other binders
which allow the book to stay open and lie flat; side stitch-
ing is avoided.

[ 12. To what extent are materials produced in accordance
with standards 2.14 through 2.-16?

Comments:

2.17 DUPLICATION OF COPIES. Provision is made for the duplica-
tion of a limited number of copies, either directly by the
organization responsible for the original typing in large
print, or through cooperative arrangements with other organiza-
tions possessing the necessary resources.

Supplemental 'Data:

Does the agency maintain its own duplicating equipment? Yes ( ) No ( )

If yes, briefly describe the kind _f equipment

If no, identify below the resource or procedure used in order that dupli-
cated copies may be made available upon request.

1.17.1 Copies produced-inmulticopy form-by office duplication
equipment- meet the standards for binding (2.16),-paper size
24Yand.characteristics 2.0); copies are faithful and

clear reproductions of the ri ginal typed in large print.

.2 17 2 Poliies a.nd procedures encoUrage the...return of.the ori-
.ginal.copy,of.a hand transcribed textbook in good condi-
tio-7. So that it may be used as a master for producing
additional copies upon request.

The,-student borreweragreesto return .th
,

uponcompletion:ofthe apPlicable course.
.

'book-Pr mPtlY
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2.17.2.2 The student also agrees to return the book temporarily
while it is still in use if the agency receives a re-.
quest for an additional copy.

2.17.23 Provision is made for ultimate storage of the master
copy for as long as indicated.

2.17 3 Any organization_or.group offering duplicating services
furnishes, in writing, a statement of charges and an esti-
mate of time required for supplying material.

EVALUATION [ ] 13. How adequate are the provisions for making dupli-
cated copies

EVALUATION

Comments:

2.18 CONSULTATION. Provision is made for consultation with vari-
ous available resources-, including the following:

2.18.1 Profe sional consultation and guidance relative to the
needs of individual readers and the qualities of large
print materials is sought from ophthalmologists, optome-
trists, and trained classroom teachers of the partially
sighted.

2.18.2 Expert technical advice from office equipment manufactur-
ers, office supply houses, paper dealers, binderies, and
other groups in the trade is utilized in order to keep up
to date with technological advances.

14. To what extent does the agency utilis oUtside
consuttation?

Comments:

2.19 COOPERATION WITH OTHER GROUPS. The organization cooperates
and coordinates,its work with other large print producers,
libraries, educational programs and central registers.

2.1 .1 Clear policies and procedures.are established for ceopera-
tion with teachers for whose students textbooks are pro-
-duced.

2.192 Educational materials are reported to the Central Catalog
of Volunteer Produced-Textbooks maintained by the American
Printing-House for the Elind.3
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Supplemental Data:

Identify the school systems, libraries, and other producers with which
the agency cooperates:

EVALUATION [ ] 25. How adequate provision does-the agency make for-
cooperation with other organizations related to
production and usa of 211111/1.1111MMinalanalleM

large point materials?
16. TO what extent are educational. .materials reported

to .the Central Catalog.?

Com--nts:

PHOTO ENLARGEMENT

The process_of photo enlargement includes rearrange ent of
existing copy,

Does the organization produce books in large print by the process of photo
enlargement? Yes [ ] No [

If yes, the organization should complete coding of standards 2.20 through
2.31 and evaluation ques ions 17 through 22.

Supplemental Data:

A statistical summary of the types and quantities of reading materials
produced is very helpful in providing on-site review team members with an
overview of the organization's ;production operations.

Completion of the following table i suggested as a means for providing
such information as how many titles and copies of different categories of
materials are produced within a specified Period.

If the organization has information about volume of production according
o other classifications, modify the following table to report the data ac-

tually collected, or substitute other material-Which is more suited to the
organization.



20 Self-Study and Evaluation Guide

Photo eni rged books published within the period
from through

Textbooks

Primary and
elementary

Secondary', college
and graduate levels

General Literature

Adult level

Juvenile b oks

Other (specify)

Number of
titles

What is the average retail'Trice per volume?

What is the range of retail prites
per volume? FroJg $

What are the principal saIes outlets? (Rank in order 1,

Number of
copies

To $

Direct retail sales,

Sales to libr

Sales to state tE
agencies OY direc
school systems

etc.)

0ther, specify

tbook
ly to

) 2.20 TYPE SIZE': The-minimumtype size of the enlarged dopy
which is labeled "large, print" or "large type" is 16 point.

-2.20.1_,Greate7r,enlargement _to 18, 20 'and 24 point size is used

,. -_ wherraPpropriate,

2.20.2 Measurements ,of type size of the finished product closelY'
,approximate precise point size.

4 .

20
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2.21 TYPE. The original copy from which photo reproductions will
be made is sharp and clear.

2,21,1 Small punctuation marks are en_arged and broken letters
are retouched carefully.

) 2.21,2 Reproduction proofs are used whenever feasible.

EVALUATION J 17. How adequate in terms of sharpness, clarity and
size is the photo enlarged type?

Comments:

2, 22 PAPER. The suitability of paper for photo enlarged books is
judged by size, weight, finish, durability, color, reflectance,
opacity, and price in relation to the nature of the material
to be printed and its intended use.

2.22.1 The finish is dull, text, eggshell, vellum, antique, non-
glare.

2.22.2 The color is white, off-white, or a light tint, but not
bright white.

2.22.3 Inasmuch as there is no universal book paper suitable for
all uses paper is selected which has appropriate weight
and bulk.

2.22.4 Opacity is at least 91 percent.

2.22.5 Paperprovides maximum contrast without glare.

2,22.6 When printing on both-sides of the paper,- show-through is
eliminated or minimized by using blade coated stock or a
heavier weight paper.

EVALUATION [ ]

Comments:

18. How suitable the ipper for intended use?

2.23. FORMAT. Generally, ma imum trim size does not .exceed
ID- 1/2 hY 12 in-clies

2.24 LINE WIDTH. Generally_ the. wiAth -of . -line -does not exceed
ix _inches or 39'letters and spaces..

2.2.5 MARGINS.-
wide on all

2.26

rgins are ,no
four sides.

_less ,than_three fou ths of. an inch

ILLDSTPATIONS AND MAPS. Background_Clutter is
reduCed to.the extent feasible .

eliminated
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2.26.1 When practicable, color is used to produce copies which
closely resemble the original.

EVALUATION [ ] 19. To what extent do the format and appearance
volumes meet standards 2.23 through 2.26.1?

EVALUATION

Comments:

2.27 PROOFREADING. All adaptations, changes and revisions are
carefully read by two persons, with one reading to the other
against the original copy, and where appropriate, corrections
are carefully made.

] -20. Now adequate are the provisions for proOfreading
andcorrection of errors?

Comments:

2.28 WEIGHT OF VOLUME. In planning production of photo enlarged
books which may exceed 32 ounces, consideration is given to
using a blade coated paper which minimizes show-through
(2.22.6) or to dividing the work into two or more volumes
(2.29).

2.29 MULTIVOLUME WORKS. Each volume of a multivolume work is
plainly identified, contains the title page and appropriate
section of the table of contents and has approximately the
same number of pages.

2.29.1 The first volume contains the full table of contents.

2.29.2 When appropriate, a separate volume(s) is prepared for
the index, glossary, vocabulary, bibliography, appendix
or other supplementary material.

2.30 -BINDING. The binding is durable and allows the..book to stay
open,--and lie flat .Use; side stitchn is -aVoided.

[ ] 21 To what extent-are materials pro

ments:

uced in
anee with standards 8-.28 through 2302

accord-

2.31 CONSULTATiON. The organization makes provision to obtain and
..

use, expert:tethnicai :information and-adviCe.ftem Manufactur=
,ers, distributors, and 'clealerS in binding,, offide,, and photo-
graphic equipment:in order to asSist:in keeping abreast of
technological deveiopMents and in establishing specifications
and-Cosl-data.,'

. _

- -
EVALUATION. [ ] 24. To wha- cxlcmnt oesf-the organize ion u e outside

-,

consultation.

Comments:
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TYPESETTING

Typesetting includes reset 'ng
original setting.

Does the organization produce reading materials in large print by type-
Yes [ ] No [ ]setting?

If yes, the organization should complete coding of standards .2.32 through
2.45 and evaluation questions 23 through 28.

Supplemental Data:

23

.A statistical summary of the types and quantities of reading materials
produced is very helpful in providing on-site review team members with an
overview of the organization's production operations.

Completion of the following table is suggested as a means for providing
such information as how many titles and copies-of diffe ent categories of
materials are produced within a specified period.

If the organization has information about volume of.production accord-
ing to other classifications, modify the following table to report the data
actually collected, or. substitute other material which is more suited to the
organization.

Books set in-large type and published within the period

from through

Textbooks

PriMary and
elementary

Secondary an -ollege
and graduate level

General Li ature

Number of
titles

Number of
copies
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Supplemental Data (continued):

What is the average retail price pe

What is the range of retail prices
per volume?

What are the principal sales outlets

Direct retail sales

Sales to libraries

Sales to state textbook
agencies or directly to
school systems

Other, specify

S lf -Study and Evaluation Guid

volume? $

From

(Rank in order

To $

3, etc.)

2 TYPE SIZE. The minimum type size which is labeled "large
print" or "large _type" is- 16 point.

2.32,1 Larger type sizes such, as -18, 20 and 24 point are uti-
lized. whenappropriate-.

2.33 TYPE FACE. Type -tyles are chosen to proVide impressions
with clean sharp edges and maximum readability such as the
following! Baskerville Bold, Caslen Bold, Garamend Bold,
Granjon Bold,- Old Style No.- 7 and TimeS Roman.

2.33.1 Italics and other thin faced types are avoided.

Supplemental Data

Specify the type size an4 type faee(s ) most commonly used.

Type Size(s) Type face(s

How adequate is the typ
readability and 822 9

2.34 PAPER. The factors which govern the choice of'book paper
include: finish, color, size, weight, reflectance, opacity,
bulk durability, and price in relation to the intended use
and the nature of the material Lo be printed.

2.34 1 The finish is dull, text, vellum
nonglare.
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2.34.2 The color is white, off-white, or a light tint, but not
bright white.

2.34.3 Inasmuez as ther_ is no universal book paper suitable for
all uses, paper is selected which has appropriate weight
and bulk.

( ) 2.34.4 Opacity is at least. 91 percent.

) 2.34.5 Paper provides maximum contrast without glare.

( ) 2.34.6 When printing on both sides of the paper,--show-through is
eliminated or-minimized by using blade-coated stock or a
heavier weight paper.

EVALUATION ] 24. How suitable is the paper for its intended use?

Comments:

2.35 FORMAT. Maximum trim size does not exceed 10 1/2 by
12 inches.

2.35.1 When producing books for.primary and elementary sch ol
students, however, consideration is given-to making the
books smaller and otherwise more manageable.

2,36 LEADING. Spacing between lines is generally not less than
one fourth of the height of the type (e.g. in 16 point type,
the leading or space is four point).

2. 7 LINE WIDTH. The width of a line does not exceed 36 picas
(six inches) or 39 lower case letters and spaces

2.37.1 Two columns to the page are preferred to extra-wide lines.

EVA UATION

MARGINS. Margins are not leas than th ee fourths of an
inch wide on all four sides.

2.39 HYPHENATION. Except for compound
avoided as much as possible .

2 39 1 Pages -do not end h a hYPhen.

orcis, hyphenation is

2=40 ILLUSTRATIONS AND MAPS. Line drawings and engraving con-
taining wide open_spaces.between lines are utilized, when-
ever possible', rather-than-halftone illustrations.

To w at-extent are __oks- pr_duced in acco dance
wtth standards 2.35 ough 2.40?

-
.

Comments:

(1L
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2.41 PROOFREADING. Adequate procedures are followed to ensure
that errors are caught and corrected.

2.41.1 One person reads aloud from the original copy while a se
ond person checks the proof.

2.41.2 An editor then r -ds the proof and sees that final corre
tions are made.

2.41.3 Each line in which a correction has been made is thoroug
ly rechecked to prevent new errors from being introduced

EVALUATION. [ J 26. How adequate are procedures for proofreading am
copy editing to ensure error-free copy?

( )

EVA UATION

Comments:

2.42 WEIGHT OF VOLUME. The weight of a volume does not exceed
32 ounces.

2.43 MULTIVOLUME WORKS. Each volume of a multivolume work is
plainly identified, contains the title page and appropriat
section of the table of contents and has approximately th
same number of pages.

2.43.1 The first volume contains the full table of contents.

2.432 When appropriate, a separate volume(s) is prepared for
the index, glossary, vocabulary, bibliography, 'appendix
or pther supplementaty.material.

2.44 BINDING. The binding is durable and allows the book to st
open and lie flatdUring USe;-side-stitching is avoided.

) 2-7. TO What ethtent are booke produced in accordance
with standards-2.42 threugh 2.44.

Comments:

2.45 CONSULTATION. In.addition to obtaining professional advie
froM ophthalmolOgiStS- and optometrists, technical guidance
is- sought and utilized from book designers; typographers,
printers; binders-and other groups in the trade-to-facili-
tate quality production.-

EVALUATION..



Part 3

RECORDED MATERIALS

Guiding Prjneiples

Recorded reading materials for the visually handicapped are produced
in the United States primarily by three types of groups:

A. Volunteers in a formal or organized reading program who record
complete educational or recreational texts intended to reach
many readers. Recording is done

i. exclusively on the premises of the recording organization
in professionally equipped recording studies;

on the premises of the recording organization in profes-
sionally equipped recording_studios and at home or in other
locations which are not professionally equipped recording
studios; or

iii. exclusively at home or in other locations which are not pro-
fessionally equipped recording studios.

B. Paid professionals who record complete books and magazines, in-
tended to reach many readers, in professionally equipped studios
such as those used for the Talking Books Program of the Library
of Congress and by commercial producers.

C. Home reader volunteers who record parts of or complete texts in-
dependently at home or in other locations which are not profe
sionally equipped recording studios, usually for the use of one
reader or for very limited distribution.

These standards are designed primarily for organizations in categories
A and B; however, it is hoped that volunteers in category C will also follow
them as closely as possible in the general effort to produce recorded read-
ing materials of the highest feasible quality.

The standards were worked out also with an eye toward a future na-
tional repository of recorded educational materials to which organizations
would contribute master tapes from which requested copies could be made
quickly on high speed tape duplicating equipment for any number of users.
The repository could also be a central reference point for users and for
recording organizations to avoid unnecessary recording of titles already
stocked.

The standards are designed to provide visually handicapped readers
with recorded books-which approximate as closely as- feasible the quality of
the ink print text.- which are clearly, comprehensiblY and accurately read;
and which axe recorded-and,reproduced in %a uniforw-format.and..-An. .atcordance
.with ihe highest-feasible Standards of sound re'production.' These standards
wexe ,formulated.in -recognition that.technological advances might require
:future ,revision based on developments in equipment, materials,an&precedures
for compreSsed Speech 'recordings'.'
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The standards which follow are no substitute for a comprehensive
manual on the many (1,7:tails which are involved in the production of re-
corded materials. Samples of such manuals are noted in the references fol-
lowing these standards. It would be highly desirable for a comprehensive
production manual to be developed based on nationwide experience, to guide
individual producers.

Does the agency produce recorded reading materials? Yes [ ] No

If yes, the agency should include Part 3, Recorded Materials in its self-

study.

Supplemental Data:

indicate the kind and number of readers below:

Organized volunteers

Paid readers

A statistical summary of the types and quantities of reading materials
produced is very helpful in providing on-site review team members with an
overview of the agency's production operations.

Completion of the following table is suggested as a means for providing
such information as how many titles and copies of different categories of
materials are produced within a specified period.

If the agency has information about volume of production according to
other classifications, modify the following table to report the data actu-
ally collected, or substitute other material which is more suited to the
agency.

Textbooks

Primary and
elementary

Secondary, c liege
and graduate levels

General Literature

Adult level'

Juvenile books

Other (specify)

Recorded books produced within the period

from

Number of
titles

through

Number of
copies:
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EVALUATION

3.1 GENERAL POLICIES. All production is accomplished in com-
pliance with the general policies numbered 1.1 through 1.8.

3.2 READER. The reader is able to present, orally, printed mat-
ter for quality reproduction in recorded form.

3.2.1 The ability of a reader is measured by a reading and re-
cording test which is evaluated by a person competent to
determine whether the reader satisfactorily demonstrates
the following characteristics:

3.2.1.1 A listenable voice and presentation.

3.2.1.2 Fluency, ease and good command of the spoken language.

3.2.1.3 The ability to use c rrect pronunciation.

3.2.1.4 An awareness of the manner in which words fit together
for good verbal expression.

3.2.1.5 The ability to communicate accurately the thoughts and
ideas set forth in printed matter.

3.2.1.6 Clear and distinct enunciation which is readily under-
standable.

3.2.1.7 Avoidance of declamatory, patterned or monotonous speech.

3.2.1.8 The ability to read at a pace which is appropriate tiLl the
text.

3.2.19 A familiarity with the subject matter and vocabulary;
especially when reading highly technical and Specialized
material-.

ProVision is made'for continued eValUation of home readers
by periodically returning to'such readers annotated test
tapes that serve as guidelines for futUre,-recording and as
cheCks oh the, technital qualj_ty of recording. '

.29. How adequate are the procedures for selecting
readers who effectioely,:preSent prin ed matter
inoral- form?

effective are the:proceduree fo
home readers by use of annotated
maintaining quality controls?

eva uation
est tapes
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3.3 PROOFREADING. The organization regularly proofreads by
or more of the following methods, as appropriate:

3.3.1 In simultaneous monitoring, two persons, a reader and
monitor, both of whom are familiar with the material b-
recorded, work together as a team during the recording
process.

3.3.1.1 The monitor checks the reader for accuracy, pronunci.
tion and overall reading performance, stopping the r.
as necessary to make corrections on the tape.

3.3.2 In delayed monitoring, the tape is carefully checked,
by word,- against the printed text-to insure that discrl
cies are noted and corrected.

3,3.2.1 For general readihg material, the monitor and the re;
are two different persons.

3.3.2.2 For highly specialized and technical material, when ;
qualified second person is not available to act as a
monitor, the reader may do his own proofreading and 4
recting.

3.3.3 Spot checking is used for recording reading matter onl:..
when simultaneous or delayed monitoring is not feasible

3.3.3.1 Clear corrective procedures are followed to make proc
reading bythis method as effective as possible.

3.3.4 The method of proofreading used is related to the natui
of the.rec-rded material and the number of copies to bc
-produced.-

3.3.4.1 Recorded educational materials intended for multicop)
distribution are proofread by either simultaneous or
delayed monitoring.

3. 3 4.2 Recorded recreational materials intended for multicor
distribution are proofread by either simultaneous or
layed monitoring whenever possible; however, spot chc
ing may be used.

3. .4.3 Whenever feasible, recorded materials intended for in
mediate distribution are proofread in accordance witl-
one of the three methods; if not, the user is adviseC
that the material has not been proofread.

31. How adequate are the procedures fo
to ensure r cordings?
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)

3.4 TECHNICAL STANDARDS FOR MASTER TAPES. When recording for
multicopy distribution, the following technical standards
are met in producing master tapes:

3.4.1 Tapes are recorded at three and three quarters inches per
second.

3.4.2 Tapes used are:

) 3.4.2.1 One fourth of an inch wide.

3.4.2.2 Not less than one mil in thickness.

( ) 3.4.2.3 First line, audio quality.

( ) 3.4.2.4 Backed with polyester or poly-vinyl-chloride.

( ) 3.4.2.5 Not labeled "high output."

Supplemental Data:

List the brands and manufacturers' type number of tape commonly used for
making master tapes.

Brand-

EVALUATION-

COmmen

3.4.3

Manufacturers' Type Nuffiber

32. To what extent does the tape used in recording
master tapes meet the specifications numbered
3.4.2.1 through 3.4.2.5?

Maximum recording
:specifications:'

time per track conforms to the following

anufacturees
ed footage

nufacturer's,

stated recording
time per traek

(in minutes at 3 3/4
inches per second)

Maximum
recording tithe per
track (in 'minutes

at 3 Yi inches
cond)

300 15
F

14

609 30 29 ,

900 45 44

200 60 58

800 . 90 88
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3.4.4 Tapes arc recorded on either two or four tracks according
to current R.1.A.A. standards.'

3.4.4.1 If four tracks are recorded, the Sequence of tracks is
1, 4, 3, 2.

) 3.4.5 Open reels do not exceed seven inches in diameter.

) 3.4.6 At least ten seconds of blank tape is left at the begin-
ning and the end of recorded information on each track
exclusive of leader.

( )

( )

3.4.7 A good quality fixed (stationary) OT lavaliere microphone
is used.

3.4.7.1 It is compatible with the tape recorder.

3.4.7.2 The microphone faces the reader directly.

3.4.8 The fixed (stationary) microphone is:

3.4.8.1 Generally not closer than six inches nor farther than
twelve inches from the reader.

3.4.8.2 On a separate surface from the recorder.

3.4.9 Care is taken to isolate the lavaliere microphone and cord
from noise created by clothing and body movements; a soft
terry cloth bib is often used for this purpose.

3.4.10 Recordings are free from audible wow and flutter.

3.4.11 ReCordings do not exced zero V.U. (volume units) at maxi-
mum peak.

3.4 12 Equipment and the tape used ate selected and maintained to:

Minitize excessive wow, flutter, sibilance, noise, hum
and Other distortion.

3.4,1 .2 Record frequencies uniforMly from 500 to 5000 hertz
(cyCles per. Second) within-,plus or minus three decibels';
'aS''.calibrated by a Standardape.

3.4.13 APpropriAte:procedore AreestabliShed end folloWed for
beriodietheekingand serViCing Of eqUipmerit by competent
tochniti4h.s.'_

3.-4 14 Clear:Written_inatructions areprovided tO uusupervised_
readers .doncerningtheit respOnsibilities for stia main-
tenance And demagnetizing recording

t head-S.

To what extent does the cord ng equspment u
meet the epeeif eatIone in standards 3.4.
through 3. 4.147

'Standarcra for-Magnetic Tape- Recor,ds, Record Industry-Association of
America BUlle in No. E5.(1968),Ast 57th Street, New York,-NY 10022.
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EVALUATION ] 34. How adequate y is the equipment maintained to
ensure trouble-free operat
ings?

Co- -nts:

and quality record-

3,5 COOPERATION WITH OTHER GROUPS. The organization cooperates
and coordinates its work with other producers of recorded
materials, libraries, educational programs and eentral regis-
ters.

3.5.1 Clear policies and procedures are established for coopera-
tion with teachers for whose students textbooks are produced.

3.5.2 Educational materials are reported to the Central Catalog of
Volunteer Produced Textbooks maintained by. the American
Printing House for the Blind.2

) 3.5.3 General interest materials are reported to the Union Catalog
maintained by the Division for the Blind and Physically Han-
dicapped of the Library of Congress.3

Supplemental Date.

Identify the school systems, libraries, and other producers with which the
agency cooperates:

EVALUATION 35,. Pow adequate provision does the agency make for co-
operation with other organizationS related to produc-
tion and use of recorded materials?

To what extent are reco dings reported to the appro-
prlate cataloging organization?

2
American Printing 'House for the Blind Box 6085., Louisvil.le, KY 4206;0

3Division for the Blind and PhySicallY Handicapped, Library of Congress
1291-Jaylor Street N.W., Washington, JC 20542.
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3.6 REPRODUCING TAPES. The organization is able to reproduce,
by means of a tape duplicator, a copy of any work upon re-
quest; or it deposits a master copy of the complete work
with a recognized depository.4

3.6.1 Tape copies are technically the equivalent of the master
tape.

3.6.2 Tape copies are compatible with generally available play-
back equipment.

3.6.3 Any organization or group offering duplicating services
furnishes in writing, upon request, a statement of charges
and an estimate of time required for supplying material.

Supplemental Data:

Does the organization main ain or have ready access to tape duplicating
equipment? Yes [ ii No[

Does the organization deposit master copies with a depository to which
per ons needing a particular title on tape may secure a copy?4

Yes [ I No I ]

EVALUATION

Commen

37. How adequate are the provisions for making avail-
able a duplicated copy of a needed title?

3.7 PRODUCTION OF DISCS. Standards used by the Library of Con-
gress in its Talking Book Program are followed in producing
pressed discs.5

EVALUATION [ 1 08. To what extent are the fo eg ing standards uti-
lised in the production of pressed discs?

C: ments:

4Until a nationally retognized depository is established, Recording for
the Blind, 215 East 58th Street, New YOrk, NY 10022, has agreed to accept
master tapes of textboOks "On all "eduCational levels and, upon request, to
duPlicate and provide 'tape copies on a loan basis-without charge.'

5
-tcations for Talking Book Records, Division for the Blind

Physically Handicapped, Library of Congress, 1291 Taylor S reet N.W.
ington, DC20542, (1968).



Part 4

TACTILE MATERIALS

Guiding Principles

At least four different methods, each requiring entirely different
equipment, are ctirrently used in the United States to produce braille ma-
terials:

(1) Braille Presses produce two-side or int rpoint multicopy print-
ing from embossed metal plates;

(2) Some equipment utilizes hand set braille type slugs;

(3) Hand transcribers emboss directly on paper by means of a braille-
writer, electric braille typewriter, or slate and stylus to pro-
duce single copies of one-side braille.;

(4) Vacuum-forming duplication provides one-side multiple copies
from hand transcribed paper masters.

Presently coming into use is the embossing of braille by printing on
high speed computer-directed machines. This method for the production of
general braille literature is technically feasible. But cost, quality, or-
ganization, coordination of effort, and national needs a e likely to deter-
mine the degree to which it will be utilized.

Among other promising technological developments on the horizon are
a video scanning device which produces braille-like touch signals directly
from ink print, and a machine which produces moving braille characters from
magnetic tape.

Braille readers have the right to expect that all materials, produced
by any method, be faithful reproductions of the original ink print text, and
be accurately embossed in accordance with the rules of the various braille
codes set forth by the Braille Authority as approved by the American Associa-
tion of Workers for the Blind and the Association for Education of the Visu-
ally Handicapped.

In addition, the e materials 'should conform to established standards
with regard to the size, height and spacing of dots and lines; the quality
and thickness of paper; page sizes for various types of materials, age groups
and common shelving facilities; quality and types of bindings; and mailing
containers. Due attention should also be given to methods of reducing over-
all bulk and weight of the finished Product.

It should be noted that the following standards are designed primar-
ily for production of books, pamphlets or magazines -- materials which are
most suited to multicopy.distribution. Other braille materials intended
mostly for individual use in correspondence, notes, and so forth, may be
produced in accordance with the specifications of the:user; in general, how-
ever, braille :materials which adhere to these standards will have the widest
acceptance.

Because, research on the.production,of embossed reproductions of maps
and diagrams it still 'in-the develcipmental stage., it seemed premature to
:formulate 'standards in this Area ,at this time.. :The Braille 'Authority is
mindful'of this- lack, and development of:,standardS:fbr embossed graphic ma-
terial is on its list of priorities for the-future.
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The need for more comprehensive manuals, especially to guide indi-
vidual braille transcribers, is recognized. Some samples of manuals now
in use are listed among the references following these standards.

Supplemental Data:

Does the agency produce reading materials in braille? Yes [ ] No [

If yes, the agency should include Part 4, Tactile MateriaLq in its self-
study.

GENERAL STANDARDS

) 4.1 GENERAL POLICIES. All production is accomplished in com-
pliance with the general policies numbered 1.1 through 1.8.

4.2 CONFORMANCE WITH BRAILLE CODES. Braille is produced in full
conformance with the currently applicable codes set forth by
the Braille Authority and approved by the American Associa-
tion of Workers for the Blind and the Association for Educa-
tion of the Visually Handicapped.1

4.2.1 Inasmuch as the Braille Authority has not, at this time,
adopted standards for the reproduction of maps and dia-
grams', a producer of braille is responsible for making
understandable embossed reproductions or clear verbal
descriptions of their contents.

4 2.2 If, for special reasons, the purchaser or user requires
or prefers materials that differ in format, size or other
physical characteristics, the braille press or hand tran-
scribing service makes reasonable effort to conform to the
specifications requested.

EVALUATION 30. How adequate are the procedures to ensure that
production of braille observes the Current codes
set forth by the BraillejAuthority?

Comments:

1-These. codei are: Code of Braille Textbook Formats and Techniques,
English:Braille-American-Edition, The Nemeth Code Of 'Brai'lle Mathematic
and Scientific Notation,-and Revised International Manual'of Braille Music
Notation,. TorA.nformationon copies of these codes, Write to'the American:-
Printing House .for'tht,Blind Box 6085',-Louisville, KY 40206.'

.
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4.3 DOT SPECIFICATIONS AND SPACING. Dots meet the following
specifications:

4: .1 The height of braille dots is uniform within any given
transcription (book, pamphlet or magazine) and is between
.018 and .020 of an inch.

4. .2 The base diameter of braille dots is bet e n .050 and .065
of an inch.

4 Cell spacing of dots conforms to the following specifica-
tions:

4.3. .1 The distance from center to center of adjacent dots
(horizontally or vertically, but not diagonally) in
the same cell is .092 plus or minus .002 of an inch.

The distance from the center to center of corresponding
dots in adjacent cells is between .235 and .250 of an
inch.

4.3.4 Line spacing of braille cells from center to center of
nearest corresponding dots in adjacent cells in adjacent
lines is not less than .400 of an inch.

Supplemental Data:

Identify the equipment commonly used for braille embossing.

EVALUATION

)

40. To What extent is embossing -equ7.pment used which
ensures that specifications for height and spacing
of dots are mai71tain-ed?

Comments:

4.4 EDITING. Editing is permitted only in the following cases:

4.4.1 Typographical errors or misspellings in the print copy are
corrected, but this should never extend to alterations of
the author's meaning or usage.

4.4.2 Copy may be edited in cases where changes in presentation
are necessary to make the material more meaningful and the
instructions more practical for the touch reader, as in the
case of illustrations and tables. (See 4.2.1 and 4.2.2 )

In such, cases, a note is inserted explaining the changes
that have been made-

.
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4.4.2.2 In such editing, the goal is to afford the braille
reader the same information as the print reader.

EVALUATION ( ] 41. How adequate are the agency's poZicies and
procedures for editing?

EVALUATION

Comments:

4.5 DUPLICATING FACILITIES. A duplicating facility is available
for production of up to fifty copies of braille textbooks.

4.5.1 An organi ation or group offering duplicating services
furnishes in writing, upon request, a statement of charges
and an es imate of time required for supplying material.

4.6 TEXTBOOKS IN MULTIPLE COPIES. When there is an apparent
need for more than fifty copies of a particular textbook,
its publication in braille is undertaken whenever possible
by a braille press rather than by hand transcription.

4.7 COOPERATION WITH OTHER GROUPS. The organization cooperates
and coordinates its work with other braille producers, li-
braries, educational programs and central registers.

4.7.1 Clear policies and procedures are established for coopera-
tion with teachers for whose students textbooks are pro-
duced.

4.7.2 Educational materials are reported to the Central Catalog
of Volunteer Produced Textbooks maintained by the Ameri-
can Printing House for the Blind.2

4.7.3 General interest materials are reported to the Union Cata-
log maintained by the Division for the Blind and Physically
Handicapped of the Library of Congress.3

( ] 42. How adequate are the agency.'s cooperative agree-
ments with other organizations?

43: To what extent does thie agency report tit _e to
the appropriate cen ral eataZog?

C raw n

American Printing House fo-. the Blind, Box 608$,, Louisville, KY 40206.

Division for the Blind and Phys cally Hand capped, Library o
1291 Taylor Street N.W., Washington, DC-20542.

Congress-,
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HAND TRANSCRIBING OF BRAILLE

The importance of the volunteer braille transcriber in the produc-
tion of reading matter for blind persons cannot be overemphasized.

Press made braille books are utilized to meet the popular, and some-
times transitory, demand for current general literature. Presses are also
employed to produce widely used textbooks. While the volunteer makes a sig-
nificant supplementary contribution in these areas, his unique value lies
in his ability to meet specialized and individual needs for a wide variety
of material.

The infinite diversity of such needs may be indicated by just a few
illustrations: textbooks and supplementary reading for elementary, secondary
and college students where the demand is not great enough to juStify the ex-
pense of press braining; vocational and professional literature which might
be helpful or necessary to an individual in such fields as music, mathematics,
law,_ data processing, teaching, social work, business, or other fields in
which it is necessary to keep up with current trends and technical develop-
ments; cookbooks and other helps for homemakers; and objective information
about issues and candidates at election time.

The demand for volunteer activity is likely to grow even more in im-
portance as volunteers increase in number and competence and their skills
become more diversified.

Far more than most other volunteer activities, braille transcribing
demands specific aptitudes and educational backgrounds, long and intensive
training, and patient concentration on detail. The rules are complicated
and highly technical, and it is imperative that one who engages in it must
either have, or be able to acquire, an understanding of the rules of grammar,
word structure, syllabication, and the diacritical symbols used in diction-
aries In specialized areas, a thorough grounding in the particular subject
matter is sometimes imperative and always desirable. For these reasons,
volunteer braillists must be selected and trained,with great care, and their
work continuously supervised and checked.

Supplemental Data=

Does the agency produce reading materials in braille by hand
transcribing? Ye. ] No [ ]

If yes, the agency should complete coding of standards 4.8 through
4.22.2 and evaluation questions 44 through 51.

A statistical summary of the types and quantities of reading materials
produced is very helpful in providing on-site review team members with an
overview of the agency's production operations.

Completion of the following table is suggested as a means for providing
such information as how many volumes and copies of different categories of
materials are produced within a specified period.

If the agency has information about volume of production according to
other classifications, modify the following table to report the data actu-
ally collected, or substitute other material which is more suited to the agency.
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Textbooks

Primary and
elementary

Secondary, college
and graduate levels

General Lfterature

Adult level

Juvenile books

Other (siecify)

Braille volumes p _duced within the period

from through

Number of
volumes

Number of
copies

How many volunteers are currently involved in producing h nd transcribed
materials in tactile form?

(AlsO report theae volunteers in Table 2., Section B, "Agency and Com-
munity Profile":of the 'Council's SELF-STUDY AND EVALUATION GUIDE, page S.)

4.8 RECRUITMENT OF TRANSCRIBERS. No rigid qualifications for en-
rollment in a class on braille transcribing are established.

4.8.1 Al the beginning of the course, the candidate transcriber
is fully informed of training requirements and of the
quality and quantity of production that will be expected
after successful completion of the course.

Transcribers are willing and able to devote sufficient time
to. roduce a minimum average of 60 pages of braille Pe
month.

TRAINING. Braille trans ribing,courses are
sure that fully trained transcribers:

4.9.1 Use a dictionary effectively-and know the meanings of the
various symbols and abbreviations employed in dictionaries.

4.9.2 Are thoroughly familiar with word structures and components.

4 0
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4.9.3 Are thoroughly familiar with and able to apply the rules
of braille transcribing as set forth in the official braille
codes (4.2).

) 4.9.4 Are well acquainted with techniques of braille proofread-
ing

4.9.5 Trainees mho have not shown a sufficient aptitude for braille
transcribing are so informed, and are encouraged to partici-
pate in such other areas of service as binding, duplicating
braille materials by the vacuum-forming process, or prepar-
ing recorded or large print materials, if they meet the
qUalifications for such activities.

4.10 CERTIFICATION. Transcribers engaged in the production of
braille literature and textbooks or braille music are certi-
fied by the Library of Congress.

4.10.1 Certification may be achieved through the correspondence
courses conducted by the Library or through instruction by
a qualified teacher elsewhere, and submisSion of trial
manuscripts acceptable to the Library of Congress.

4.10.1.1 A manuscript submitted to the Library of Congress for ap-
proval is entirely the work of the candidate for certi-
fication and has not been proofread or corrected by the
instructor or anyone else.

4.10.1.2 The instructor may, however, evaluate the manuscript and
advise the Student as to whether or not the quality of the
work justifies its submission.

Supplemental Data:

Total number of actiVe transcribers

Number of tranScribers certified by the
Library of Congress

Number of trainees actively seeking
certification by the Library of Cong ess

REFRESHER TRAINING. Refresher training is pr vide,d as ap-
propriate.

13.1 Refresher courses are provided for c rtified transcribers
whose proofreader's reports indicate a need for such train-
ing=

Workshops are provided to keep transcribers up to date
reviewing any changes made in the applicable official
braille codes or related topics.

] 44. How adequate are the procedures for recrut
and training of volunteer transcribers?
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EVALUATION [ 3 45. To what extent are the transcribers certficd
by the Library of Congress?

Comments:

4.12 QUALIFICATIONS OF INSTRUCTORS. The basic requirements for
an instructor of braille transcribing include the following:

4.12.1 Certification by the Library of Congress.

( ) 4.12.2 At least two years' experience as an active transcriber.

( ) 4.12.3 Production of at least 2000 pages of acceptable braille.

) 4.12.4 For specialized areas, an adequate knowledge of the sub-
ject matter and mastery of the applicable braille rules.

EVALUATION [ ] 46 How we L. quatified are the. n tructors of brail e
transcribing?

Comments'

4.13 SUPERVISION. A supervisor of transcription is designated to
receive requests for transcribing, to coordinate the planning
and assignments for brailling, to maintain quality standards,
and to assure continuity of service, particularly when one
work is assigned to more than one transcriber.

4.13.1 Specialized material, such as textbooks music, and foreign
languagts, are assigned, preferably, to those having a ba-
sic knowledge of the subject matter.

4.13.1.1 Mastery of the rules of the applicable braille code is
1:equired of the transcriber.

4. 13 .2 An individual record or file is maintained for each tran-
scriber; this contains a registration card or application
form, certification status, special braille code profici-
encies, performance evaluations and a record of production.

EVALUATION ] 47. How adequa e are the provisions for supervision
of transcr-bbers?

Comments::

4.14 PHYSICAL FACILITIES. Adequate space is provided for the un-
disturbed Conduct of classes and consultation, and for neces-
-sary equipment supplies and reference materials.'

4.15 EQUIPMENT AND SUPPLIES. The embossing equipment used pro-
duces braille meetinF the standards for dot height size and

spacing (4.3)
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4.15.1 Each trainee and transcriber has access to a braillewriter
or sla.te and stylus.

4.15.2 Paper of appropriate quality is readily available.

( ) 4.15.2.1 The weight of paper is not less than 80 pound.

) 4.15.2.2 The size of paper permits page size that does not exceed
11 inches high and 11 1/2 inches wide.

4.16 REFERENCE MATERIALS. The following reference materials are
available to transcribers:

4.16.1 The latest editions of official braille codes and rule
books (4.2).

( ) 4.16.2 Up to date instruction manual(s).

( ) 4.16.3 Dictionaries approved by the Braille Authority as indicated
in the current editions of the various official code books.

EVALUATION 48. How adequate are the physical facilities, equip-
ment, suPplies and reference materials?

Comments:

4.17 PROOFREADING. All books are proofread by a transcriber or
proofreader certified by the Library of Congress (4.10) ex-
cept when time does not permit this to be done for immedi-
ately needed educational materials.

4.17.1 After such immediately needed educational materials have
served their original purpose, they are recalled for proof-
reading and correction if further use is to be made of them.

4.17.2 Transcribers pre-proofread their own work.

4.17 3 Whenever feasible, books in foreign languages are proofread
by persons having at lea t a basic knowledge of the particu-
lar language.

4.17.4 Whenever feasible, specialized materials (such as science
textbooks and music) are proofread against original copy by
persons who are conversant with the subject matter and who
are familiar with the rules of the applicable braille code
(4.2).

4.17 Preference is given to blind proofreaders.

4.17.6 A typewritten report is made by the proofreader on every
book assigned to him; a copy of the report is sent to the
supervisor of transcription as well as to the transcriber.

4.1 .6. Proofreaders repoinform the transcriber, objectively
and in-detail, of th...-./number.and natUre 'of Ole errors

:noted, and-, in case of rule Vielations,- 'specify and ex-
plain the particular rules,inVelved..
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4.17.7 Non-volunteer proofreaders are paid adequate compensation
for their,work on the basis of the number of pages proof-
read.

4.17.7.1 A higher rate per page is paid for specialized proof-
reading.

4.17.7.2 Where proofreaders are expected to recopy pages contain-
ing serious errors, extra compensation is given for pages
recopied.

4.17.8 Assignments for the transcription of immediately needed
educational material, for which proofreading time is not
available, are limited to transcribers who have demonstrated
accuracy in transcribing and ability in self-proofreading.

4.17.8.1 All transcriptions not proofread should be so designated
in braille in the book itself, and so reported to the.ap-
propriate central agency (4.7.2 and 4.7.3).

EVALUATION

4.18 CORRECTION OF ERRORS. All errors noted or marked by the
proofreader are corrected.

4.18.1 In making corrections, erasures that extend beyond a single
cell or result in a blank space are not permitted.

4.18.1.1 Where corrections require more extensive erasures, the
page is recopied.

] 49. How adequate are the procedures for proofreading
and correction of errors to assure accurate
transcriptions?

Comments:

4,19 DUPLICATION OF COPIES. Trovision is made- for the duplication
,of a limited number of copies, either directly by the organiza-

_ tion responsible for:the original production, or throughco-
operative arrangements with other organizations possessing the
necessary resources.

4.19.1 Copies reproduced inHmultieoPy forM by the VaCuum-forming
proteasuSinvplastit sheets Meet the standards for dot
specification (4.3) and:Page size (4.20.1)

Policies and,prePedures encourage the return of the:original
,copy of ajland transcribed textbook in good condition:so that
it may bansedas.:a master for produding Additional copies,
:upon: request,-

4 . .1.9.2. 1 The student borrower agrees to return the book promptly
upon-comPlotien of the .applicable course.,

4.19.2.2 The student 41so.agrees to return .the book temporarily
still -in use if the agency .receives a request

fpr an .additional copy.

4.19.2.3 Provision is made fel- ultimate storage of the mas Lor copy
for as long as indicated:
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4.19.3 A policy is established, in writing, concerning charges,
if any, to be made for providing duplicated copies.

4.19.4 An adequate number of personnel is available to meet
stated production requirements for the duplication of
limited numbers of copies of books.

4.19.5 The producing organization itself need not store masters
and provide duplicates of educational materials (4.19.2.3)
if it deposits:the masters with the following central de-
positories which are able to furnish copies upon request.

4.19 5.1 Braille masters of textbooks on the elementary and sec-
ondary levels are deposited with the Thermoform Depart-
Ment, American Printing House for the B1ind.4

4.19.5.2 Braille masters of college textbooks and profe sional
reference works are deposited with the Braille Book
Bank, National Braille AsseeiatiOn.5

Supplemental Data:

Does the agency maintain its own duplicating equipmen Yes[ ] No[ ]

If yes', briefly describe the kind of equipment used.

If no, identify below the resource or procedure used in order that dupli-
cated copies may be made available upOn request.

EVALUATION 50. How adequate are t e provis
cated copies?

Comments

ne making dup

4.-20 J'AGES ,Pagesconform to the following 'specifications:

4.20.1 The pages of hand transcribed books do not exceed 11 inches
in height and 11 or 11 1/2 inches in width.,,

AtheriCan-Printing MouSe:for 'the Blind, Box 6085, LouisviJie, KY 1141206.

-5Nati.onal Braille.Asseclation Godwin Avenue Midland, MI07432.

4 5
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4.20.1.1 The margins at the top, bottom and outside edges of the
pages are at least three eighths of an inch, and at the
binding edge the margin is not less than three fourths
of an inch after binding.

( ) 4.20.2 The maximum number of cells per line is 41.

( ) 4.20.3 The number of lines per page is not more than 25.

( ) 4.20.4 Certain technical or specialized books may vary, when a
propriate, from these standards.

EVALUATION

4.21 PAGES PER VOLUME. The maximum number of pages for a one-
side, hand transcribed volume is, 90 pages.'

4.22 BINDINGS. Binding adequately protects the braille embossing
and keeps the pages intact while allowing them to lie flat
for reading.

4.22.1 Hand transcribed volumes, particularly duplicated copies,
are bound in sturdy covers.

4.22.2 Ink print, typewriter lettering or raised roman type and
braille identifications are imprinted on the covers of all
bindings.

I 51, Po what extent does the agency make provision to
ensure that hand transcribed materials meet
standards 4.20 through 4.22.2?

Comments:

PRESS PRODUCED BRAILLE MATERIALS

Does the organization produce press-made books or other publications in
braille? Yes [ I No [ ]

If yes, the organization should complete coding of standards 4.23 through
4.31 and evaluation questions 52 th ough 59.

Supplemental Data:

A statistical summary of the types and quantities of reading materia1s
produced is very helpful in providing on-site review team members with an
overview of the organization's production operations.

Completion of the following table is suggested as a means for prov-ding
such information as how many titles, volumes and copies of different c tegories
of materials are produced within a specified period.
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If the organization has information about volume of production according
to other classifications, modify the following table to report the data actu-
ally collected, or substitute other material which is more suited to the or-
ganization.

Textboo_s

Primary and
elementary

Secondary, 4ollege
and graduate level

General Literature

Adult level

Juvenile books

Periodicals (identify)

Other (specify)

Press made books produced within the period

from through

Number of
titles

Number of
volumes

Number of
copies

4.23 EQUIPMENT. Equipment is designed and maintained to produce
high quality braille materials consistently and efficiently.

4.23.1 The equipment produces materials which conform to the
standards for physical specifications for dots and spac-
ing (4.3)
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EVALUATION ] 52. Now adequate are provision
nonce of equipment and rep

EVALUATION

)

EVALUATION

Comments:

for regular mainte-
acement when needed?

4.24 PAPER. Paper used is neither so thin as to produce dots
which are broken at the top, nor so thick as to cause low
or uneven dots.

4.24.1 Paper for books for general use is not less than 80 pound
1,A4ht.

4.24.2 Paper for manuals for the teaching of braille reading is
not less than 90 pound weight and is preferably 100 pound.

4.24.3 Paper for magazines is not less than_70 pound w ight, pos-
sesses a quality and tensile strength that will produce
firm dots which will not be cut through the top in the
printing process, and will go through the mails with a
minimum of damage.

63. flow suitabl.e is the paper for the purposes
tended?

Commen

4.25 PAGES. Pages conform to the following specifications:

4.25.1 The pages of bound books of general literature and text-
books do not exceed 11 inches in height and 11 inches in
width.

4.25.1.1 The margins at the top, bottom and outside edges of the
page are at least three eighths of an inch, and at the
binding edge, to enable the reader to get to the center
of the book with ease, the margins are not less than
three fourths of an inch after binding.

4.25.2 The pages of magazines do not exceed 13 1/2 inches in
height and 11 inches in width.

4.25.3 There are 36 or 38 cells per line in prt s ade books.

4.25.4 There are no more than 25 lines per page in general litera-
ture and textbooks.

4.25.5 Certain technical or specialized books may vary from these
standards.

1 54. To what extent,do pages meet standards 4.25
through 4.2 .5!?

Comments:
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4.26 BINDINGS. Bindings adequately protect the braille emboss-
ing and permit the pages to lie sufficiently flat for
reading.

4.26.1 Bindings of braille books are suited to the thickness of
the volumes, to the use to which the books will be put,
and to the safeguarding of the height of the braille dots.

4.26.1.1 Generally speaking, press prThted books are durably
bound in cloth covered board bindings, using a .90-point
Davey board or Dupont 2500 imitation leather covercloth,
their equivalent or better. (Linear polyethylene plas-
tic material offers acceptable quality.)

4.26.2 Bindings for pamphlets_ may consist of heavy paper (prefer-
ably jute) covers, with plastic comb bindings or saddle
stitching, depending on size and number of pages.

4.26.3 Bindings for magazines are the same as those foI saddle
stitched pamphlets, with either special heavy paper or
plastic covers,'or self covers.

4.26.4 Ink print (or raised roman type ) and braille identifica-
tions are imprinted on the covers.

4.26.4.1 Covers of books have durable and securely affixed im-
prints.

4.26.4.2 Pamphlets may, in special cases, carry only braille
identifications.

EVALUATION [ ] 55. How adequately are brail.le :aterials bound?

Comments:

4.27 PAGES PER VOLUME. /In general, the thickness of a braille
volume is limited, because of bulk And weight, to not more
than 250 pages for!an interpoint press printed volume.

4.27.1 In the case of large works, such as dictionaries and en-
cyclopedias, the maximum number of pages pf interpoint is
approximately 300 pages, provided such volumes are bound
in heavy cloth covered board or plastic covers with metal
ring binding elements riveted into the cover.

4.27.2 In general, magazine volumes do not exceed 100 interpoint
pages.

EVALUATION [ ) 56. How appropriate is the size of volumes?

Comments:
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4.28 MAILING CONTAINERS. Mailing containers are of a quality
to protect braille materials through the mails without
damage.

4.28.1 The type of mailing container used for the circulation
of braille books is generally the responsibility of the
lending library or agency; the braille printer's only re-
sponsibility is the bulk shipment of books from the print-
ing plaht to the lending. library or distributing agency
in such fashion that books arrive in good condition.

4.28.2 Most magazines go out to the readers directly from the
printer, and it is the responsibility of the printer to
package them in such a manner as to protect them from
damage in the mails.

4.28 3 Magazines consisting of a single volume of 100 pages or
less are mailed in strong kraft envelopes.

4.28.4 Magazines consisting of two or more_volumes are packaged
in strong corrugated boxes of suitable size, or in suit-
able padded bags in which the braille materials do not
shift about.

4.28.5 All addresses and return address legends on braille maga-
zines conform to the requirements of current U.-S. Postal
Regulations.

EVALUATION [ ] 57. To what extent are mailing containers used which
will ensure safe d livery of materials?

Comments:

4.29 STOCK. Braille publishers of textbooks make provision to
maintain sufficient stocks of these publications to enable
them to make delivery on demand.

Supplemental Da-La:

Does the organization have a clear, written policy about maintaining
stocks/ of textbooks? Yes [ I No [ ]

EVALUATION [ ] 58. How adequate are the p ovisions for maintaining
stocks of textbooks:

CommentS:
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D-7 Production of Reading Materials

4.30 PROOFREADING. All press made books are proofread against
the original copy to assure accuracy of transcription.

4.31 STEREOTYPISTS AND PROOFREADERS. Stereotypists and proof-
readers employed in the production of press braille public
tions are certified by the Library of Congress.

EVALUATION [ ] 69. How adequate are provisions for proofreading
and correction of errors?

Comments:
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Part 5

PROGRAMMING FOR IMPROVEMENT

A graphic picture of the agency's overall performance emerges when the
evaluation ratings from the preceding pages are transcribed onto the Summary
Table of Evaluation Ratings. A major value of gaining such a picture is that
it spotlights the areas in need of strengthening and thus yields a useful
guide to the planning of needed improvements.

Realistically speaking, it is rarely possible for ongoing programs to
be subjected to a large number of simultaneous changes. It is, however, both
possible and desirable to analyze the problems uncovered through the self-
study and evaluation process, and to develop a timetable for tackling them.
The process of classifying needed improvements into (I) those already under
way, (2) those which can and will be undertaken in the near future and (3) those
which require longer-range planning, produces a program for change which can
serve as an orderly guide for action.

The three questions which follow the Summary Table are designed to as-
sist the agency in the development of such a program. They are also designed
to help the Commission on Accreditation evaluate the agency in terms of one of
the Commission's governing principles:

"If deficiencies exist, the agency is willing to
remedy them, and gives evidence of being capable
of effecting the needed remedies within a reason-
able period of time."

It should be borne in mind that changes are not necessarily restricted
to the weaker areas of service or administration. If plans for improvement
are rontemplated in areas which are already good or excellent, so as to make
them even better, these should not be overlooked in responding to the questions.
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Instructions:

Self-Study and Evaluation Guide

SUMMARY TABLE OF EVALUATION RATINGS

Transcribe the evaluation ratings from the preceding pages onto
this table by placing a check mark (V) in the appropriate column.

Standards to Which Evaluation
Questions Relate
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SUMMARY TABLE OF EVALUATION RATINGS (Continued)
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Standards to Which Evaluation
Questions Relate
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Self-Study and Evaluation Guide

SUMMARY TABLE OF EVALUATION RATINGS (Con'Linued)

Standards to Which Evaluation
Questions Relate
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4.20 Pages
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1. What improvements are now under way?

2. What imprcyements are definitely planned fcr the immedia
When are they scheduled for completion?

uture?

57



58 Self-Study and Evaluation Guide

3. What improvements will require long-range planning to implement?
When is it expected that this planning will be undertaken?

Name of Agency

Completed byl

Date

1List the name and title of the chairman of this committee and those of
the other persons, staff, board or other volunteers who worked on completing
this section during the self-study.
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